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MSS - REMINDER OF DATES 

The Manager Self Service (MSS) ς Reminder of Dates ǎŜǊǾƛŎŜ ƛǎ ƭƻŎŀǘŜŘ ƻƴ ǘƘŜ Ƴŀƛƴ Ψaȅ {ǘŀŦŦΩ ǇŀƎŜ ƛƴ a{{Φ   

Managers will use the Reminder of Dates to monitor important upcoming dates and deadlines for their employees.  

The reminders include tasks from Infotype 0019, Monitoring of Tasks ƻƴ ǘƘŜ ŜƳǇƭƻȅŜŜǎΩ ƳŀǎǘŜǊ IǳƳŀƴ wŜǎƻǳǊŎŜǎ 

records.  See the Notes section on Page 6 of this Job Aid for a table containing the list of Monitoring of Tasks codes 

for a given event.  

¢ƘŜ ǊŜƳƛƴŘŜǊ ŜǾŜƴǘǎ ƛƴŎƭǳŘŜ ¢ǊŀƛƴƛƴƎΣ /ǊŜŘŜƴǘƛŀƭǎ /ƘŜŎƪǎΣ wŜǘǳǊƴ ŦǊƻƳ [h!Σ ŜǘŎΦ  ¢ƘŜ ŜƳǇƭƻȅŜŜǎΩ ōƛǊǘƘŘŀȅǎ ŀǊŜ ŀƭǎƻ 

included in this display. 

REVIEWING REMINDER DATES 

1. To access the MSS application log onto the BEACON Portal. 
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2. Enter your NCID and password. 

3. Click the ΨLog onΩ   button. 

Information:  After the initial log-on, there will be no additional log-on prompts to access business 

functions due to the Single Sign-On (SSO). 

Information:  After you logged on, the business packages and tabs on the main page will vary by the 

user depending on their roles and authorizations.  For example, only managers will see a tab on their screen 

for My Staff (MSS) when they log onto the portal.  

Critical:  When using web applications that maintain or create data, always ensure you leave the 

application (or log off) when you complete work.  This will prevent the record from locking. 

4. After you log on, the BEACON Home Page defaults. 

 

5. Click the ΨMy Staff (MSS)Ω  tab. 

6. The My Work Overview screen displays.  There are three sections of the My Work Overview screen:   
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Section 1:  Approve Time Sheet Data 

  

Section 2:  Reminder of Dates  

 

Information:  In this section, you will be able to view events for all of your employees for the 

current month.  To select a different month, click the ΨǇǊŜǾƛƻǳǎΩ ŀƴŘ ΨƴŜȄǘΩ hyperlinks.  

 

See the Notes section on Page 6 of this Job Aid for a table containing the list of Monitoring of Tasks codes 

for a given event. 

Information:  LŦ ǘƘŜǊŜ ƛǎ ŀ ǉǳŜǎǘƛƻƴ ŎƻƴŎŜǊƴƛƴƎ ŀƴ ŜǾŜƴǘΣ ŎƻƴǘŀŎǘ ȅƻǳǊ !ƎŜƴŎȅΩǎ Iw Office. 
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Section 3:  Leave Request:  Approval 

  

7. To view the General Information ǎŎǊŜŜƴΣ ŎƭƛŎƪ ƻƴ ΨDŜƴŜǊŀƭ LƴŦƻǊƳŀǘƛƻƴΩ.  The Employee Search screen 

displays a list of employee names. 

 

 
 

Information:  To view General Data on a specific employee, click on the employeeΩǎ name in the Name 

column. 

 

 

 

 

 

 

 

 

 

 


